
Type of Event Sponsor Location Light Refreshments Meals

Training1 or Conference Training2 as defined in 
Footnotes 1 and 2

NIH or NIH/Co-
Sponsored3 Any Allowed

Allowable for employees and trainers ONLY if necessary to 
achieve training objectives; AND meals are incidental to 

training in that a portion of the training is conducted during 
meal sessions

Non-internal, non-routine Conference or 
Meeting4  ≥ 4 Hours (including NAEHS 

Council, Board of Scientific Council Meetings)
NIH Any Must meet definition in footnote 4

Meals not allowed at LOCAL facilities for NIH-sponsored 
events; Gift funds may NOT be used for meals;  Appropriated 

funds MAY be used for meals OUTSIDE local area ONLY

Non-internal, non-routine Conference or 
Meeting4  ≥ 4 Hours Co-Sponsored3 Any Must meet definition in footnote 4

Expenses must be associated with activities for which 
appropriation is made or which contribute to improvement of 

activities

Falk or Rall lecture, Employee recognition & 
awards ceremonies, CFC, Savings Bond Kick-
off, Building Dedication, Open House, & other 

similar special events that further NIH 
objectives) (Excludes other lectures and 

NIEHS in-house meetings)

NIH Any Allowed
Meals not allowed at LOCAL facilities for NIH-sponsored 

events; Appropriated funds MAY be used for meals OUTSIDE 
local area; Gift funds may NOT be used for meals 

NIEHS in-house meetings or scientific lectures 
or meetings (excluding those listed above) NIH Local5 NOT allowed for these events NOT allowed for these events

Registration fees for Non-Training4 

Conference or Meeting 

Other 
Government/Non-

Government 
Sponsor6 (No NIH 

funds involved)

Outside 
Local5 Area 

Reimbursement of registration fees authorized if light 
refreshments/meals are covered & employee pays out of 

pocket.  If there is a separate charge for light 
refreshments/meals, reimbursement is authorized if 

conditions 2-3 of Footnote 4 (below) and the 12 hour per 
diem rule are met. 

Reimbursement of registration fees authorized if light 
refreshments/meals are covered & employee pays out of 

pocket.  If there is a separate charge for light 
refreshments/meals, reimbursement is authorized if conditions 

2-3 of Footnote 4 (below) and the 12 hour per diem rule are 
met. 

EEO/Cultural Awareness Programs NIH Local5 Federal employees make partake of small samples of ethnic 
foods served at these events

Meals are NOT allowed for federal employees; Non-Federal 
participants MAY be authorized a meal if the event is away 

from their home or place of business
Recruitment of senior executive staff, senior 
investigators, tenure track investigators, staff 

scientists, & senior extramural staff;
Receptions for Foreign Delegations Traveling 

under Bilateral Agreements; NIH Any 
Permitted with gift funds only Permitted with gift funds only

Receptions honoring foreign dignitaries, 
prominent US citizens

Key:
Allowed

Restricted

Not Allowed

Allowed with Gift Funds Only

NIEHS LIGHT REFRESHMENTS/MEALS MATRIX*
USE OF APPROPRIATED/GIFT FUNDS FOR

Note:  All funds for entertainment purposes must be pre-approved using form NIH 2408-1



Definitions:
1 Training - participation in a planned, prepared, and coordinated program, course, curriculum, subject, system, or routine of instruction or education, in scientific, professional, technical,
     mechanical, trade, clerical, fiscal, administrative, or other fields which will improve individual and organizational performance and assist in achieving the agency's mission and
     performance goals. 

2  Conference Training - following conditions must be met: 
           (1) purpose of conference is educational/instructional; 
           (2) more than half of the time is scheduled for training as defined
           (3) content is germane to improving performance;
           (4) development benefits will be derived through attendance

3  Co-Sponsor - one or more non-Federal entities that share mutual interest in subject matter; excludes co-sponsors only providing funding or that do not have demonstrable interest in
     subject matter.

4  Non-Training - non-internal day-to-day business event not meeting definition of training or conference training and following conditions must be met:
          (1) event duration must be a minimum of 4 hours;
          (2) light refreshments are incidental to the event and necessary for employees to participate fully in the event;
          (3) employees are not able to take light refreshments elsewhere without missing formal discussions, lectures, speeches, etc., concerning purpose of event

5 Local - travel area defined as within a 50 mile radius from BOTH employee's residence and official duty station to a temporary duty site

6 Non-Government Sponsored Event - There should not be any requirement for use of NIH funds at a Non-government sponsored event.

*General Policy:  
1)  This matrix summarized NIH Policy Manual 1160-1, ENTERTAINMENT for NIEHS use.  More detailed information can be found in the NIH Policy Manual.
2)  For any of the above applicable events, when the sponsor furnishes a "meal" to an individual who is receiving a per diem allowance, the "meals" portion of that allowance must be
     reduced accordingly.


